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CHAPTER I 
INTRODUCTION, PROBLEM, DELIMITATION, DEFINITION OF 
TERKS USED, AND SOURCES OF DA.TA 
A. Introduction 
The production of manufactured goods, the oper-
ation of a railroad or electrical system, the administra-
tion of hospitals, municipal services and schools, all de-
pend---among other things---upon having the materials and 
supplies with which to work. Efficiency in production and 
services requires that these materials be on band at the time 
and place they are needed for use, and in the proper quality 
and quantity to sene the intended purpose. The penalty for 
faiiure in any of these respects is costly delay, frequently 
exceeding .the value of the materials themselves by a large 
mar.gin, or inadequacy in the finished product, whether it be 
a ate~ tuxbine or a young school boy. 
It is obvious . t}?.at purchasing is as fundamental, 
historically, as selling; for every sale is also a purchase 
when viewed from the other side of the transaction. It is 
equally obvious that the purchasing function has existed, in 
some simple form, from the very beginning of industry, for 
industrial, hospital, municipal and educational services must 
begin with purchasing; before a single 1 wheel1 can turn, the 
materials .ust be on hand. The significance of materials and 
their procurement in any particular operation may vary within 
wide limits, according to the type of business or service and 
sort of materials. Generalizations, therefore, are of little 
val ue in their application to individual cases. 
In the schools of the early national period the 
materials, supplies and textbooks were relatively few and 
their management and procurement was relatively simple. A 
few items of school furniture, books, and fuel were about the 
only materials and supplies required in many of the schools. 
Costs for such items constituted a relatively small part of 
the total school budget. This was partly awing to the rather 
restricted programs offered at that time, as the three R's 
were the principal subjects stressed. A graphic picture of 
supplies and material needed in a school between 1790 and 
1800 was given by the Rev. Herman Humphrey in a letter to Mr. 
Henry Barnard, in which he wrote as follows:* 
Our school books were the Bible, Webster's 
Spelling Book (third part mainly), one or two 
others were found in same schools for the 
reading classes---grammar was hardly taught at 
all in any of them, and that little was con-
fined almost entirely to committing and recit-
ing the regulations. Parsing was one of the 
occult sciences in my day; we had some few 
lessons in geography by questions and answers, 
but no maps, no globes, and as for blackboards, 
suoh a thing was not thought of till long after; 
Children's reading and picture books we had 
none, the fables in Webster's Spelling Book 
came nearest to it. Ari thmetio was hardly 
taught at all in the day schools; as a substi-
tute, there were some evening schools in most 
*4, p. 213-214 
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of the districts. Spelling was one of the 
daily exercises in all of the classes. 
Aa the work of education expanded, the number of 
persons served inoreased, the program became more extensive, 
and more and more specialized items of supply and equipment 
became necessary until today one finds hundreds of differ-
ent items of material, supplies, and textbooks in use and in 
the storerooms of the modern schools. These same schools 
require constant day-to-day maintenance to withstand the over-
crowded conditions that are prevalent. 
With the "big business• role that schools are now 
playing in our economy, has arisen a problem that confronts 
all school boards, superintendents, and school purchasing 
agents who handle public monies. The problem is whether to 
buy maintenance, operational and educational supplies locally, 
or on the open market. Sometimes it is a matter of major 
interest, sometimes it creates only a minor problem; but 
always it is in the background and unless handled properlr 
may become a political factor. For superintendents, and all 
school boards depending on political support for their posi-
tions the problem is much greater than for those who control 
school business. 
B. 'l'he Problem 
1. Statement of the Problem. It is the purpose of 
this study (1) to examine pertinent literature on school 
supply and equipment purchasing in an effort to ascertain 
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what leaders in the profession considered of greatest im-
portance with regard to t he school purchasing pr~gram and 
its i nfluence on local or open market purchasing, and (2) 
to discover whether local or open market purchasing is 
utilized by selected educational communities in the State 
of Massachusetts. 
2. Importance of the Study. •The purchasing of 
maintenance, operational, and educational supplies and equip-
ment is an important part of budget a~inistration, for it 
may involve from 5 to 15 percent of the total school budget."* 
·'. 
Like all concrete aspects of school ad.ministr~tion, 
.. 
the p\ll"chasing function has been elaborated'· in great detail. 
But little has been written concerning the attitudes and 
. opinions of school administrators on doing business w.i th the 
local merchants or purchasing out-of-town. 
Because of the lack of written material on this 
subject, it was the purpose of this study to ascertain t he 
extent to which authorities in school administration and 
purchasing, and school administrators in selected cities 
and towns of Massachusetts, favor purchasing from local mer-
chants or out-of-town companies. 
Material from this study is presented in a succeed-
ing chapter in the form of charts. 
*13, p. 482 
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o. Delimitation 
The purchasing program covers many areas. It is 
concerned not only with obtaining the right quantity of 
supplies and equipment at the best price, but also with use, 
distribution, storage, repair, and protection from loss. 
This study, however, will deal only with an analysis of the 
aspects of the school purchasing program, important elements 
apart from the purchasing program, and their effects on local 
and open market purchasing policies in 57* selected cities 
and towns of five thousand to twenty-five thousand popula-
tion in the State of Massachusetts. 
D. Definitions of Terms Used 
1. Purchasing. Purchasing has been defined by 
Webster** as •to obtain (anything) by paying money or its 
equivalent: to buy for a price: as, to purchase land or a 
house." 
_a. Local Purchasing. Local purchasing may be de-
fined as purchasing from merchants in the immediate edu-
cational or business community of a town or city. 
3. OJ?.en Market Purchasing. Open market purchasing 
may be defined as pUrchasing from merchants or companies 
outside the educational or business community of the town 
*See Appendix 
**15, P. 2015 
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or city. It may mean state-wide or ,within the continental 
United States. 
4. Kaintenance Supplies. Maintenance supplies are 
those supplies used for the everyday upkeep of the school 
buildings, equipment and grounds. Examples are cleaning com-
pounds, paint, lnmber, floor waxes, and tile flooring. 
5. 0Rerational Supplies. Broadly speaking, these 
supplies constitute the larger and more permanent items used 
in furnishing the school plant, which are not readily con-
sumed and will require replacement less frequently. Examples 
are adding machines, automobiles, bandsaws, benches, bathroom 
fixtures, and furniture of all kinds. 
6. Educational Supplies. These constitute the 
small nonpermanent materials (exclusive of textbooks) used 
for instructional purposes, which are actually consumed with 
· use. Examples are paper, pens, ink, blackboard erasers, 
rulers, laboratory porcelain, needles, pins, thumb tacks and 
allied materials. 
E. Sources of Data 
The material and information for this study was 
obtained from the literature by outstanding authorities in 
the field of school administration and purchasing and from 
a survey of selected educational administrators in the State 
of Massachusetts. 
6 
CHAPTER II 
REVIEW OF RELATED INVESTIGATIONS 
Most of the material and investigations related 
to this subject have been written in the form of opinions 
expressed by authorities on parte of the subject only, and 
case studies of how certain towns and cities in the United 
States manage their purchasing programs. Nevertheless, 
those studies that are closely related to the present prob-
lem will be reviewed in this chapter. In general, those 
studies which purport to state their purchasing programs and 
regulations constitute the principle area of investigation. 
In 1943, the magazine Nations Schools* published 
an article comparing the educational purchasing systems of 
four selected cities in the United States, written by the 
superintendents in charge of each system. 
In this study, Salisbury's, N. C. superintendent said 
that in North Carolina the public school system is supported 
principally by the state government through tax funds levied 
by the general assembly. The state educational authorities 
have established the basic educational standards and provide 
funds for the operatio~ of the state wide program .•• all the 
supplies and equipment for schools are purchased by local 
school units through contracts applying to all schools, state 
*44, P. 40-42 
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agencies and institutions. The state division of purchases 
and contracts, established by the general assembly in 1931, 
is responsible for determining available sources of supply, 
obtaining competitive bids, establishing and checking the 
specifications, awarding contracts and giving information 
necessary for placing orders to the 167 school systems in 
the state. 
North Carolina law provides that all supplies and 
equipment shall be purchased through state contracts, when 
and if they exist, both for services for which funds are 
provided by the state and for those for which supplementary 
funds are provided from local sources. Bames of successful 
bidders are sent to all school units in the form of contract 
certifications which are kept and revised as new contradts 
become effective. Two types are awarded • • • fixed and term. 
Most purchasing in the public schools is done by utilizing 
the latter type. A term contract is made for a definite 
period of time. 
Local school authorities are expected to purchase 
to the best advantage possible when no contract has been made 
to cover particular items. Established policies reveal that 
whenever a saving can be made through the purchase of compar-
able articles at lower cost, it should be done irrespective 
of the location of the successful bidder. !hey feel this should 
be carried out as strongly as possible in all transactionS. 
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Mason City, Iowa, school officials have no uni-
form policy with regard to purchasing supplies and equiP-
ment either from local sources exclusively or in the open 
market. They believe, in general, that their obligation to 
local merchants transcends their obligation to out-of-town 
distributors and they believe in cooperating fully with the 
former. The extent of this cooperation depends largely on 
the local merchant himself, however. They feel that the 
Tolume that results when a local merchant combines a school 
district order with one of his own business often obtains a 
price that neither would receive separately. The Mason City 
school officials feel it stands to reason that a local mer-
chant who does careful buying can deliver goodS to the school 
storeroom at a lower price than out-of-town concerns that 
have to pay either commissions or salaries and expense money 
to salesmen. 
A number of items used by Mason City schools are 
handled exclusively by out-of-town distributors who refuse 
to sell through local merchants because they believe in tak-
ing their article direct to the consumer. Mason City 
officials find it necessary, sometimes, to buy from this type 
of distributor to obtain the desired quality of merchandise. 
The Superintendent of Schools in Albuquerque, N. M., 
summed up his position by writing that the New Mexico state 
. law provides that purchases for materials which involve the 
9 
expenditure at any one time of more than $500 shall be made 
or entered into only after notice that bids will be received 
1.0 
at a time and place designated in the notice, has b~en publish-
ed at least once each week for two consecutive weeks in a 
newspaper of general circulation in the county in which the 
purchaser is located. 
Another section of the state law provides that al.l 
purchases of goods made by any purchaser shall be from manu-
facturers, distributors or retail establishments having or 
maintaining in the regular course of business merchandise 
inventories within the state upon which taxes are paid, pro-
vided, however, where no facilities are available for the 
purchase of any particular goods within the state or where 
the same may be purchased at a saving of more than 5 per oent, 
suoh goods may be purchased outside the state. 
Otherwise, no restrictions are made on school off-
icials and purchases may be made under such rules and regu-
lations of local boards as are deemed necessary. 
The policy of the Fremont, Ohio, school board, in 
purchasing maintenance, operational and educational supplies 
is to buy locally if they can get the desired quality and 
are not compelled to pay a price much in excess of what they 
would have to pay elsewhere. They have expressed to some of 
the local merchants their opinion that in purchasing supplies 
; , .. 
they must consider the 20,000 other taxpayers in the dis-
trict as well as the local seller. If they can buy a 
product of equal quality for less money from vendors outside 
the school district, they feel it is their duty to do so. 
School Executive Kagazine* in 1954 also published 
a series of four case-type studies of selected cities, also 
written by the school administrators of the cities. 
The Board of Education of the Austin, Texas, pub-
lic schools, buys maintenance supplies and equipment by bid. 
In addition to the firms requesting bids, other firms with 
which the schools have done business are notified so as to 
get as great a segment of suppliers as possible. 
The recommendations of the administration go to 
the board with the justification of the bids presented. 
Lowest bid is not always accepted. The board reserves the 
right to accept or reject all bids and to purchase where it 
will be most advantageous to the schools. 
The provision of suitable equipment for the public 
schools of New Rochelle, N. Y., and the maintenance andre-
placement of existing equipment starts with the annual bud-
getary process. Following board approval of the budget, the 
items included therein may be ordered in accordance with a 
specified schedule. All equipment orders to a single vendor 
which are in excess of $1,000 must be handled by advertise-
ment of bids. 
*51, P. 65-71 
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The Norman, Oklahoma, school system has grown so 
rapidly since World War II that the administration has found 
it necessary to adjust its purchasing practices in order to 
keep up with increasing demands. A full time purchasing 
agent is now employed. 
Under the existing laws of the State of Oklahoma, 
purchases by schools amounting to $500 or more must be made 
through competitive bidding. Standards make it possible for 
all to bid on comparable quality equipment and materials. 
In the Superior, Wisconsin public schools, in : order 
to ensure that preferred ,·supplies may be secured at the low-
est cost, the items are listed and sent out for bids. But 
it is up to the chief administrator to see that the machinery 
necessary for purchase and distribution is organized in such 
a way that all items can be secured and put into use with a 
minimum of red tape. 
Larke,• in 1955, writing for· School Executive 
magazine, made a comparison of the new purchasing set up of 
elementary and secondary school districts in Contra Costa 
County, California, before, when they purchased locally and 
when the district purchasing plan was put into effect. He 
concluded that a district with centrally operated full-time 
supply purchasing personnel and large dollar-volume purchas-
ing power was found to operate with less overhead coste, and 
*50, P. 60-61 
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a more economically efficient purchasing program, than small-
er, divided, part-time purchasing districts. 
Linn, in his study of basic reasons for the in-
eff iciency in the administration of school finances gives in-
sight into the political aspect of control by stating practi-
cally all school board members bearing any responsibility for 
s chool expenditures are elected to their offices by popular 
vote of the people of their communities or are appointed by 
those who have been politically elected. He says this is a 
fundamental reason why school finances are not always proper-
ly handled: 
For politically elected or appointed public 
officials are not in every case fitted by train-
ing or experience, or fit because of intelli-
gence or character, to have a voice in the admini-
stration of school funds.• 
He goes on to say that school board members bear a 
heavy responsibility for the expenditure of school funds. 
They determine the policies that control the school adminis-
tration, approve the financial budget, and in general they 
approve the purchase of property, supplies, and equipment. 
Linn concludes by stating: 
There is a certain degree of indifference 
shown when public funds are expended, due to 
lack of personal interest and responsibility 
and influence by outside pressure and matters 
of friendship, that might not prevail if the 
responsible officials were spending their own 
money.• 
*2, P. ? 
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DeYoung concluded from his study of bidding pro-
cedures saying the main purpose of competitive bidding is to 
receive full value for eaoh dollar, not to see how much 
material can be purchased. He indicated that bids also help 
to make the school budget estimates more accurate: 
and serve to reduce the influence of politics 
in the purchase of materials, for they make bud-
getary administration more impersonal.• 
A study of the management of expenditures for 
school materiel by Burke** indicates that effective edu-
cational service requires suitable physical surroundings and 
proper tools and supplies. Purchasing should be the responsi-
bility of a competent person or agency---preferably in the 
larger units of administration. 
The sixteenth chapter of the above study goes on 
to say that the attainment of maximum returns for public 
school expenditures depends upon the competence of manage-
ment in the operating units. Central controls, supervision, 
structural reorganization cannot overcome shortcomings of 
management. 
Daum criticized the general purchasing policies of 
school boards in his study in the American School Board 
Journal by saying that they give the administrators and the 
teachers just cause for complaint. 
•2, P. 385-402 
**1, P. 513-515 
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He stated the purchase of school equipment and 
teaching supplies provides an important opportunity for the 
school executives and boards to render an important service for 
the efficient conduct of the schools. Among his criteria for 
suggested purchasing policies are: 
1) Board members will derive no finan-
cial interest whatever from the purchase of 
goods or services for school use. 
2) All purchases will be made in strict 
conformity with legal requirements as set 
forth in the school code. 
3) School supplies and equipment should 
be purchased at the best possible quality 
and price.* 
Huggett's approach to purchasing in a small town 
brought out the possibilities of dividing the business among 
the local business men. He stated: 
Most small town boards have a policy that 
the materials purchased locally shall be divid-
ed among the town businessmen. Thus the chemical 
and office supplies orders are split among the 
drugstores; coal purchases among the coal dealers; 
and insurance among those who handle it in the 
cOmmunity. Then after a year the whole cycle is 
started over again.•• 
Huggett goes on to develop a school supply pur-
chasing practices score card, where the relative efficiency 
of performance of the purchasing function is rated. 
Little discusses the project of measuring the effi-
ciency in school supply purchasing. 
He broke it down into four major functions: 
•30, P. ao-22 
**32, p. 45-46 
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!l Selection of the materials. Purchase on the materials. Management of the materials. Use of the materials.• 
McClinton offers an approach to purchasing in 
intermediate and smaller school districts by a study in 1937. 
He cites the problems arising out of school buying are more 
pronounced in these districts because of the multiplicity of 
demands on the superintendents time and the problems that this 
brings up. 
He states the problems are: 
Lack of policy. 
Lack of specifications. 
Uncontrolled bidding. 
Lowest bidder buying.•• 
Sholey 1 a *** procedures for better local school 
purchasing stems from a thorough program of education as far 
as finances go, for the local business men. This approach, 
be says, makes it possible for the school board and the super-
intendent to be at peace with the local business men and in 
this way they understand the problems of the school better 
and cooperation is achieved for all concerned. He feels they 
have a right to know how much money is spent and for what. 
Weber's development of the small school's purchas-
ing problems centers around the function as centralized in 
the superintendent: 
*33, P. 25-27 
**34, P. 36-37 
***36, P. 43 
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This does not mean that the executive 
officer should make all decisions as to 
purchases himself. It simply means that 
the executive head of the school should 
direct the purchases and that boards of 
education should not make purchases, 
without using the professional services of 
the chief administrative officer. It means 
also, that the executive should enlist the 
services of all members of the staff and 
certain members in particular to formulate 
recommendations for purchases to be made 
by the board of education.• 
The American School Boald Journal in 1949 pub-
lished an unsigned article on the elimination of red tape 
in public purchasing. This lengthy article severely criti-
cized the myriad of detail necessary to go through to make 
a sale. The article goes on to say that progress toward the 
elimination of unnecessary obstacles in public buying has 
necessarily been slow, however, this problem has received much 
consideration in recent years. "They are constantly endeavor-
ing to clarify procedures, examine regulations of long stand-
ing, and eliminate, as far as intelligently permissable, un-
necessary or unsatisfactory paper work, whether they have to 
do such work or the bidder is called upon to do it."** 
Gavit••• discussed the •buy American" slogan that 
appeared in his town when it was discovered that they had 
purchased chairs not made in the United States. Similar to 
this situation, he says, is the local purchasing campaign 
*381 P. 19-20 
••4u, P. 47 
•••48, P. 48 
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conducted by local merchants. He goes still further to give 
a series of oases based on his own experience and illustrat-
ing the reasons why the local business merchants want the 
school buying. He advocates putting the school on a business-
like basis, and with this concludes hie study. 
18 
CHAPTER III 
METHODS OF PURCHASING J:XJONOMIEB RECOMMENDED FOR 
THE EDUCATIONAL PURCHASING PROGRAM 
A. Centralized Purchasing 
The major economy tn purchasing results from quan-
tity buying without the high distribution costs associated 
~ith ~etailing. Quantity purchasing ordinarily means cen-
tralized purchasing, but it can be achieved to some extent 
through other methods. 
The attainment of maximum economy in public school 
purchasing necessitates centralized purchasing by a state or 
by a large local unit. •Although school districts in New York 
State and a few other states can make certain purchases 
through a state purchasing department, the full possibilities 
of this arrangement have never been realized.•• By pooling 
the needs of a large number of operating units, a state pur-
chasing department can buy direct from the manufacturer or 
producer, eliminating much of the wholesale and retail costs. 
The extent of the saving depends upon the nature of the com-
modities. Where a unit can accept carload shipments direct 
from the producer, the economy is great. Where large ship-
ments have to be made to a regional center serving several 
units, the cost of distribution is increased. 
* 1, p . - 513-515 
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Even in small governmental units a degree of cen-
tralization can be attained through consolidating all pur-
chasing agencies into one office. School district, town, 
village and city purchasing departments can be combined into 
strong county purchasing departments as has been done in some 
states. As it is, the purchasing even in school districts 
frequently is not centralized in one office. Various depart-
ments may be purchasing identical goods in ,varying quantities 
at varying prices. Such decentralization means buying at 
practically retail prices and the time consumed may equal or 
exceed purchases in cost. Accounting control over property 
and financial operations is almost impossible without cen-
tralization. 
In large school systems, this centralization may 
require the service of a purchasing agent and several assis-
tants, such as bookkeepers and accountants, whereas in small 
school syste•s, purchasing must be handled by an assistant 
or secretary working under the direction of the superintendent 
of schools. Centralization is important for the reason that 
all orders, specifications, contracts, and other records can 
be filled together and also filed in one place in order that 
ready access oan be had to them at any time. 
Centralization of the buying activities is the im-
portant thing to remember, but a balance must be maintained 
between the proper amount of centralization and decentral-
ization. An extreme degree of either is objectionable. 
20 
Centralization of the buying activities is the 
first step in lowering purchasing costs. This is the act 
of delegating the activity to a certain person. This step 
will enable the school district to pool its purchasing re-
quirements, to place large orders annually and to secure bet-
ter prices. If centralization is not immediately possible, 
the alternative step is to promote cooperative purchasing among 
school systems. 
B. Cooperative Purchasing 
The advantages of quantity purchasing of supplies 
and equipment, not always possible in smaller school systems, 
may be achieved through a program of cooperative buying in 
which a number of school districts participate. Such plans 
have been in successful operation in a number of places and 
have proved to be practical, economical and sound. 
Young reported the experience of superintendents in 
a plan of successful buying for the schools of northern New 
Hampshire. The following excerpt from the report recounts 
some of the benefits: 
The results of this project were twofold: 
educationally each school profited by the com-
bined supply experience of all the superinten-
dents; and financially, there were small savings. 
The benefits derived from such a cooperative 
buying project for the first year more than bal-
anced the extra work and additional expense ••• 
some supplies were eliminated by further stand-
ardization of articles, the cost of other sup-
plies were decreased by the substitution of less 
21 
expensive articles, and competitive bidding re-
duced the cost to purchase a f~w items. 
This cooperative buying project secured one 
additional benefit that was not contemplated---
greater support from the boards of education and 
the public.• 
One of these experiments in cooperative purchasing 
of school supplies was reported by Eyman for the schools of 
Fairfield County, Ohio. The plan has been followed since 
1925 with excellent results. In summing up the results he 
stated: 
One of the advantages of the cooperative 
buying plan is the financial saving which it 
secures. Naturally with large quantities of 
individual items come better prices. Lower 
costs also result because the salesmen need 
not visit the individual schools and sell to 
satisfy the peculiarities of each school. 
The amounts which are saved by cooper-
ative purchases can be determined only after 
detailed checking and a study of individual 
items. Such a check was made on the Fair-
field County plan during 1932 by one of the 
high-school princi~als. In the year 1931-
1932, a saving of 11,500 was realized out of 
a total order of approximately $5,000 spent 
for supplies. Similiar economies have been 
made, each warranting the statement that an 
average economy of 30 per cent has resulted 
from the plan. The number of supplies pur-
chased has grown from 28 items in 1925 to 
over 350 items in 1935.•• 
Borning reports a money-saving policy for the pur-
chase of school supplies and textbooks among the sixty 
schools of Hennepin County, Minnesota. The plan resulted in 
the saving of $1,650 by the rural school district of the 
*39, P. 21-22 
**31, P. 39-40 
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county. The saving was accomplished largely by quantity 
purchasing and the saving of extra charges, such as ship-
ping by freight rather than by mail and express. In summing 
up the advantages of the plan, he states: 
1) It saves school boards substantial 
amounts of money because of lower transporta-
tion charges and because of an average 20 per 
cent discount on supplies through quantity 
bidding, besides the full 25 per cent discount 
on textbooks, as provided in the Minnesota 
state law. 
2) It tends to bring about greater uni-
formity of textbooks and supplies throughout 
the county. 
3) It tends to raise quality standards of 
books and supplies through cooperative buying 
in quantity from reliable firms, in place of 
haphazard buying in minute amounts from un-
known sources by local board officials who may 
be unfamiliar with the standards of what they 
purchase. 
4) It insures that books will be at hand 
when school opens in the fall, eliminating 
the week or two delay often caused by lagging 
deliveries. 
5) It saves clerks and other board offi-
cials the trouble and inconvenience of purchas-
ing and delivering supplies and books.• 
c. Competitive Bidding 
To profit most from the practice of quantity pur-
chasing, it is. customary to seek competitive bids from ap-
propriate vendors. The bid request should require a guar-
antee that the vendor can and will deliver at the price he 
quoted. It should also include the provision that the 
*28, P. 46-47 
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school district may accept or reject any part or all parts 
of any or all bids. When the list of supplies on which com-
petitive bids are requested is stated in terms of brand 
names, the field of competition is restricted to distributors 
selling the brands specified. 
If the list of specifications can be phrased in de-
scriptive terms other than brand names, a wider field of com-
petition may be invited. Such accurate descriptions as speci-
fications may be derived from statements of state or federal 
purchasing authorities or from the U. s. Buxeau of Standards. 
Frequently, samples are requested along with the bids, al-
though the samples furnished are generally sufficient only 
for inspection and not for real testing. 
Miller and Spalding go on to say: 
Purchasing on the basis of competitive bidding 
is especially advantageous when the market is a 
buyer's market. When it is a seller's market, the 
purchaser may frequently do as well through buying 
on the basis of catalogue or advertised prices, 
saving the time and expense of requesting bids, 
examining them, and acting on them.* 
When quantity purchases are made for the purpose of 
maintaining the central store of supplies, it is customary to 
advertise for competitive bids if a contract is to be issued 
for supply of the item or items for a year. If such a con-
tract is not to be negotiated it may be more desirable to 
purchase at the current market price whenever the market is 
*11, P. 405 
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advantageous to the purchaser or the particular item on which 
stock needs to be replenished. Where laws require competi-
tive bidding on purchases in excess of stated amounts, this 
decision may not be available to the purchaser. Orders are 
issued for smaller amounts in the case of perishable items, 
items for which there is critical immediate need, or items 
used in small quantity and only occasionally. 
Even though no savings may result from competitive 
bidding, the requesting of bids will protect management from 
adverse political criticism. Bids by themselves do not assure 
economy. This depends upon the standards and specifications 
rather than price alone. Burke goes on to say: "Unless re-
quests for bids are sent to all reliable vendors, local, 
state, and national, the advantages of bide do not material-
ize."* Nor can service and cooperation be ignored in bidding. 
There are abuses to be avoided in purchasing by 
bids, such as requiring a large -number of venders to supply 
certified checks which are kept for long periods, using the 
time of a large number of sales~en in making demonstrations, 
and long delays in opening bids and awarding contracts. Such 
practices really increase the oost of goods purchased by the 
schools. Requirements for bidding, notice, form, opening, 
and award often are established by law. Superintendents and 
other purchasing officers will do well to stay within it. 
•1, P. 513-515 
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D. Quantity Purchasing 
In the purchase of supplies and equipment, economic 
advantage is sought through quantity purchases. In smaller 
school systems as many supplies as possible are purchased for 
a year at a time in order to achieve such savings. Quantity 
purchases of items not perishable and for which storage space 
is available are frequently baSed on the standard items of 
the annual composite school requisition. When a central 
store house of supplies is maintained, such quantity purchases 
may be made at any time quantity amounts of stored supplies 
are needed to replenish the stock of particular supplies. 
Money has a time value quite as certainly as it 
has a cash value. The principle has an application in the 
cost which is engendered in the carrying of the inventory. 
When the purchasing department stocks up for two or more 
years in advance, it is clear that carrying costs will be 
multiplied. 
Burke goes on to say: 
Even if speculating were otherwise justi-
fied, and even though an actual saving in 
price might be achieved, by buying for use on 
a rising market, the saving must be consider-
able in order to break even with carrying costs.* 
There are doubtless certain supplies which are 
used in small quantities but which never-the-less are very 
staple and not subject to deterioration in stock. It is 
*1, P. 515-517 
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quite possible that a much better price could be had on a 
quantity large enough to last five years, than on stock for 
a single year. In that event, the principle of carrying cost 
gives the buyer a scientific basis for his decision. 
Finally, in the oase of most scholastic supplies, 
small stocks tend to interrupt school functions and thus to 
cost more in sacrifice of efficiency than any saving in the 
carrying cost which could probably be made. 
E. Seasonal Buying 
Supplies and equipment are best purohased at the 
season when prices are lowest. Like other products, the cost 
of school materials varies according to supply and demand: 
for example, coal is purchased more economically in summer. 
Generally, purchases should be made in the spring 
to ensure delivery during the summer months, but attention 
should be given to seasonal price advantages. 
In recognition of this fact, Linn has written: 
Taking school supplies as a group, the best 
prices can be obtained in April or May. The same 
is true of fuel. Garden tools generally can be 
purchased most cheaply in the fall: snow re-
moval tools in the spring.• 
Where taxes are collected in December or January, 
there is likely to be cash on hand for these purchases in 
the spring. In anticipation of the imposition or removal 
•10, P. 280 
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of a sales tax, or because of other factors affecting the 
cost of school materials, some districts have saved con-
siderable amounts by advance or delayed purchasing. If 
prices are due to rise rapidly, it may be advisable to 
borrow money in order to make economical purchases. 
F. Discount for Cash 
In purchasing very material savings may be effect-
ed by arranging the procedure for the payment of invoices so 
that cash discounts for prompt payment may be accepted. Many 
dealers offer discounts of 1, 2, and 3 per cent for cash pay-
ment within a limited time. A 2 per cent discount for cash is 
equivalent to a 72 per cent interest a year on the money in-
vested in the .goods purchased. 
Dealers commonly allow a discount for cash payments, 
and this is likely to be an important matter for the school 
administrator doing the buying. Discounts are deductions 
from a price or a bill. They are of two types, on terms of 
the sale or on terms of payment. Trade discounts are special 
inducements or concessions to induce a school to buy. 
The wise buyer is the one who makes certain that he 
is actually doing business not so much on a "current" basis 
price list as on a basis that includes the current price list 
and current discounts. Discount eagerness should be held in 
check while the net saving is analysed and compared with the 
possible loss through depreciation, deterioration or other 
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charges that completely offset any gain from discount. Cash 
discounts are rewards for prompt payment, and the buyer who 
ignores any possible cash discount is sacrificing part of 
the profit of his opera~ion every time he does so. 
G. Used Equipment and Bankrupt Stock 
The intellignet purchaser may be able to save con-
siderable money by purchasing certain types of used equip-
ment for school use at reduced prices. Occasionally samples 
or demonstrators that have been used by salesmen and that are 
practically as good as new may be b~~ht at a substantial 
saving. Firms that are going out-of~business or that have 
been forced into bankruptcy may offer for sale various types 
of equipment and supplies that will serve school purposes. 
\ There is no valid reason why schools should not 
take advantage of bargains in good used equipment if the 
articles serve the school purposes to the same advantage as 
new material. However, care must be exercised in such buy-
ing to avoid the purchase of inferior or unsuitable goods. 
As a rule, the buyer receives no guarantee and there may be 
no possible opportunity for an adjustment if the supplies or 
equipment do not come up to the specifications. The purchaser 
must be a judge of values and must use descrition in purchas-
ing used equipment if a real saving is to be effected. Other 
potential economies include buying in standard quantities. 
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CHAPTER IV 
ASPECTS OF THE PURCHASING PROGRAM 
A. Basic Elements of Purchasing 
Procedures for public school systems differ from 
those of industry and private business in that the schools 
require a great variety of items spread over wide areas 
rarely approached in any other single purchasing field. In 
private business, procurement is usually restricted, within 
l~nited fields of a highly specialized nature. The items 
required are selected, designed, or developed by technical 
staffs and passed on to the procurement officers. In 
general, school buyers do not have these specialized aids and 
must devise methodS that will enable them to evaluate quickly 
and properly the characteristics of innumerable items that 
will satisfy the needs of the various levels of education and 
of the many special departments. 
Private business may include many negotiated trans-
actions that would be considered highly undesirable or even 
illegal for public agencies. 
In all purchasing, economy, speed, and accuracy are 
important. It has been said many times that the measure of 
efficient purchasing is that of having the right item in the 
right place at the right time and that was obtained at the 
right price. It is essential, therefore, that the procure-
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ment program for public education be established to provide 
as promptly as possible adequate supplies and equipment. 
In support of this viewpoint, Montgomery states: 
The first problem in connection with the 
purchase of supplies is that of economical 
buying. This does not mean the purchase of 
the cheapest articles on the market but rather 
the most advantageous purchase of the supplies 
best suited for the immediate educational 
purpose.• 
1. Authority. One of the first requirements of a 
purchasing officer is to obtain a thorough knowledge and 
understanding of legislation, ordinances, and rulings 
affecting the status, authority, and responsibilities of 
his office. State laws, city charters and ordinances, 
legislative acts, municipal department rulings, and school 
board rules, authorize and provide for basic purchasing pro-
cedures. Such statutes or rulings are usually concerned with 
organization and channeling, and frequently limit the purchas-
ing powers of the school system. They often require consider-
able interpretation and ~daption. The successful purchasing 
officer must coordinate his responsibilities with existing 
legislation and controls, and develop procedures in com-
pliance with them, that will obtain the maximum benefit to 
the program with minimum handicaps, losses, or embarrass-
ments. Whatever authority may be derived from these con-
siderations must be carefully exercised so as to maintain 
*35, P. 33 
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good public relations both within and outside the depart-
ment or system. There should evolve, a clearly defined 
pattern that fixes the purchasing officers responsibility 
and outlines the extent to which he may make decisions and 
commitments and delegate authority, his powers of enforce-
ment, approvals required, and his status as a representative 
of the educational system. 
2. Selection of Type and Kind of Items Needed. In 
all purchasing one of the first jobs is to determine the kind 
or type, quality, and quantity of the items needed. This is 
a cooperative responsibility. No department can function 
effectively that does not rely upon the purchasing depart-
ment for much of the information concerning items and mater-
ial needed for their program. Also, the· buyer cannot per-
form to the best interest of the department unle.ss he has 
an intimate knowledge of the purpose the item is to serve, 
by whom it is to be used (student or teacher), how it is 
to be used, what it is expected to do, and the results to 
be . obtained. Therefore effective liaison should be estab-
lished between the instructional staff and the purchasing 
department or officer. 
The purchasing department is expected to be keen-
ly alert to improvement in materials, development of new 
products, performance evaluation, and market and price 
trends that the administration and teachers cannot be ex-
pected to know. 
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The selection process is a continuing one. Exist-
ing supply lists should be examined regularly for revision 
and improvement, obsolete items deleted, and improved, and 
new items added. 
The first step in selecting the items, therefore, 
is to determine the purpose to be served and the type of 
item required. The second step is to determine the charac-
teristics of the type that will satisfy each of the users. 
rhe same pattern can be applied to any classification of 
items. In the selection of furniture and large equipment, 
vocational and industrial arts supplies and equipment, the 
same questions arise: how are the items related to the edu-
cational program and what instructional and use factors must 
be considered. 
3. Quality Standards. Having selected the type of 
item required, it becomes necessary to analyze the minimum 
characteristics essential to fit the needs efficiently and 
economically. These are usually expressed in terms of quali-
ty or specified in detailed specifications. It is uneconom-
ical and wasteful to buy a better or more costly type of item 
than is actually required. On the other hand, it would be a 
serious mistake to minimize the importance of quality. It is 
of prime importance. Products selected should be capable of 
good performance during their period of service. 
Quality standards must, therefore, be an express-
io~of the characteristics desired, distinguishing the 
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essential from the nonessential. These are resolved by 
means of a testing program, which is largely the responsi-
bility of the purchasing department, but must be coordin-
ated with the instructional program. Many tests can be re-
duced to simple procedures that will reveal indisputable re-
sults. No special equipment or tools are needed to make these 
observations. One needs only to go to the classroom or user 
to detect the skills and results involved, test and check 
sample materials, and reject those that do not respond well. 
Burke places much emphasis on this, for he says: 
Those who use the materials should help select 
the materials to be used. The attitude of the per-
eon performing the service generally is more import-
ant than the scientific fact of the reasonable 
superiority of a given materia1. However, scien-
tific selection has an important place in the pro-
gram. The purchase program should be so managed 
that personnel will have materials of the right 
quality in sufficient quantity at the time that they 
need them. There should be enough flexibility in the 
program to permit the prompt supplying of unantici-
pated or emergency requirements for materials. Exact 
data on quantity and quality are essential for eco-
nomical and efficient purchasing. Without specifi-
cations and tests to determine whether specifications 
are met, price data are almost meaningless. On the 
other hand, the time consumed in quality control 
must be considered. Teh expenditure for personnel 
must be justified in terms of the economies possible 
in the purchase program.• 
4. Simplification and Standardization. In any 
school system there is always the problem of multiplicity or 
overlapping of items of a similar type and the demand for new 
items similar to those already on hand by other departments. 
*1, P. 513-515. 
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This can lead to a very complicated and cumbersome situation, 
for as Burke points out, •Materials purchased should be eo 
handled that the school system knows what materials it has on 
hand."* A great variety of very similar items may be purchas-
ed, resulting in waste of time, money and effort. Requests 
for new items should be coordinated with existing lists. 
Items serving the same purpose in different departments pre-
ferably should be standardized so that one type may suffice 
for all. Such s~lification may result in considerable sav-
ing in bulk buying, and also save time and effort in paper 
WOJk and inspections. 
5. Supply Lists. Forms and types of supply lists 
are numerous. Reduced to their simplest state, they are 
orderly compilations of the items deemed adequate and esssent-
ial in achieving the objectives of the educational and ser-
vice programs, which items are to be made available period-
ically to the various staff members as and when required. 
The manner and form in which they are made available to the 
ordering departments or schools may vary widely, within each 
district, but the organization of the lists should conform to 
a definite pattern that provides for simple, accurate, and 
time-saving requisitioning. The supply lists may be printed 
catalogs or volumes to be used for reference purposes when 
ordering, in which case separate forms are provided. 
1, p. 513-515 
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Where these lists are used as a basis for annual, 
semi-annual, or quarterly ordering, the lists are frequently 
preprinted forms on which the user fills in, opposite the 
item, the quantity requisitioned. In other oases where the 
plan of supply administration is based on frequent orders 
to be filled from an adequate stock carried in the ware-
house, the user will be required to copy items requested 
onto a separate form ~ 
§. Special Requisitions. Special requisition 
forms are prepared for emergency needs. They are similar to 
the regular forms described above except that the commodities 
and item numbers are omitted. Spaces are provided for the 
description of the item, and also for the item number in case 
it has been selected from a standard list. Since the special 
form is used for emergency needs, it is not designed to in-
clude a large number of items. 
that: 
7. Preparation of Specifications. Crosby states 
Drawing up specifications for school supplies 
and equipment must be combined with sound busi-
ness practices 1n purchasing and must take into 
account the requirements of state laws. Speci-
fications must permit competitive bidding and 
at the same time guarantee what the purchaser 
wants in the matter of essential details.• 
Basic to the preparation of specifications is an 
accurate description of the commodities to be purchased. 
*29, p. 26-28 
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A poor or incomplete description results in loss of time in 
revising and issuing new specifications, and explaining or 
interpreting the requirements. It leads to inaccurate bid-
ding, misinterpretation of requirements, delays in deliver-
ing, and bad public relations in that some bidders may lose 
the opportunity to quote a better price. 
•There are four methods of preparing specificatiohs. 
First, by manufacturer's name and brand, or catalog number; 
second, by performance; third, by a combination of methods 
one and two; and fourth, by certification.•• 
.a. Manufacturer's name and brand, or catalog 
~umber. Kany items can be included in this group, such as 
science or vocational and industrial arts supplies and 
equipment. 
b. Performance. Performance specifications are 
based an an accurate and ethical description of the numer-
our qualities and characteristics required so the supplier 
can quote on the item with confidence, and protect himself 
against loss through failure to bid high enough on an item 
that may be awarded to him, or to lose the award on an item 
on which he could have submitted a lower price. This method 
involves two types of procedures, namely, the scientific or 
laboratory method, and the simplified, or physical and per-
formance test method. They are self explanatory. 
•29, p. 26- 28 
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C. Combination of methods one and two. A third 
alternative is applicabl e largely to equipment wherein manu-
factured makes and models are specified, but ·modifications in 
their type of desigp, attachment, or operation are desired. 
An example of this would be padlocks for lockers. 
d. Certification. One avenue is open for explor-
ation and experimenting in respect to requiring bidders to 
certify that the products furnished by them are in accordance 
with the specifications and proposals as awarded to them. 
The purchaser may develop his own specifications 
and include a clause to the effect that the bidder shall sub-
mit with his bid a letter from the manufacturer certifying 
and guarantGeing that the products to be furnished by them " 
are made in accordance with the specifications. 
While in theory the certification policy would 
appear to have much merit, some purchasing agents are skepti-
cal because they have had unsatisfactory experience with it. 
8. Specification Fil§• The process of developing 
specifications is continuous, not repetitive. Specifications 
are subject to revision as often as may be necessary by the 
purchasers, but a new specification is not developed annually 
or semi-annually for each item that is ordered. Unless new 
products serving the same pur!X)se are brought to the buyers 
attention, the same specifications may be used for a con-
siderable length of time, or there may be a revision of a 
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minor nature. Files should be kept close at hand for ready 
reference and ease of revision. 
9. Supply Sources. Supply sources ·have always 
been a problem, for as Reeder points out: 
The question of where to purchase school 
supplies is frequently perplexing, particularly 
in the school systems of small communities 
where the local merchant insists that he is en-
titled to the school business on the grounds 
that he is a patron of the school and a taxpayer. 
In these controversies the question of quality 
and price of material is frequently lost sight 
of. Too often the opinion obtained is that the 
schools exist to afford someone a livlihood or 
to provide someone a profit. School officials 
are under obligation to purchase supplies where 
the best qualities at the lowest prices can be 
procured. To do otherwise is to be guilty of 
misappropriation of funds. Where the amount of 
a certain material is sufficiently large, it may 
generally be purchased direct from the manufact-
urer at a considerable saving.* 
Morrison, a noted expert on supply purchasing, 
has this to say: 
It is perhaps superfluous in this day and 
generaiion to point out that local dealers are 
seldom competent to furnish school supplies. 
They are not large enough and they are not · 
specialists. If they were to bid on a basis of 
equal footing and no favorites, they would be 
quickly eliminated because they could not make 
prices or guarantee delivery. They are retail-
ers not jobbers. Unhappily, demands that orders 
be placed locally are almost invariably equival-
ent to demands that a part of the taxpayer's 
money be distributed as largess to local people • 
. The superintendent or school purchasing agent 
who cannot buy as favorably as local dealers does 
not understand his business. If he does under-
stand his business, the price paid to the retailer 
*17, P. 346 
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constitutes a profit which the latter does 
not earn.• 
Cocking goes on to say: 
It is common practice now for schools to 
ask for bids in purchasing. • .more than fifty 
million dollars a year are spent by schools for 
equipment a~d supplies and chances are that the 
amount will be greatly increased in the coming 
years. To taxpayers and teachers alike this is 
a siz.able amount of money. • • 
Under a system of competitive bidding the select-
ion of suppliers may appear relatively unimportant, since 
the policy usually inciudes advertising for bids whioh in-
itiates responses from many sources. It is important, how-
ever, that the p~ohasing department be on the alert to 
develop representative lists of bidders for each of the areas 
of supplies and equipment and to see that they are informed 
of the invitation to bid. This is usually accomplished by 
maintaining a file of those who respond and adding those re-
presenting new or potential sources. While under a system 
of public competitive bidding, it may be difficult to rule 
out unsatisfactory bidders, or to prove unreliability, un-
satisfactory products can be rejected and .the supplier held 
responsible. More careful selection of bidders is necessary 
in ascertaining prices for small quantities when rulings re-
quire bids to be taken from at least three suppliers. 
Pittenger goes on to say, "Whenever possibie, both 
supplies and equipment should be purchased on the basis of 
*13, p. 482 
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competitive bidding. This practice is mandatory in many 
states, but competitive bidding is practical only when the 
quantity involved is large enough to invite competition."* 
In the state of Kentucky, the state educational 
administration uses a "purchasing practices score card" for 
the rating of relative efficiency of performance of the 
purchasing function, in the purchase of school supplies by 
individual school districts. Supply purchasing is chiefly 
a local school function. Under the choice of contracting 
vendors, just one of twelve divisions and with a possible 
score of 65, it is set up and points scored this way: 
XI. 
(65) 
(45) 
(40) 
(35) 
(20) 
(10) 
( 0) 
CHOICE OF CONTRACTING VENDORS 
A. Selected on the basis of the lowest 
and best bidder, considering the best 
interests of the system. 
B. Selected on the basis of the lowest 
bidder, complying with specifications. 
c. Selected on the basis of the lowest 
responsible bidder. 
n. Selected on the basis of a firm's 
dependability. 
E. Selected on the basis of the ability 
of a firm to deliver in the shortest 
period of time. 
F. Selected on the basis of the vendor 
being a local firm. 
G. Selected on the basis of personal 
factors.•• 
10. Securing Bids. While numerous methods are 
employed to secure bids, the usual procedures are by formal 
(advertised) contract and proposal forms, informal sealed 
*16, P. 418 
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bids, letter quotations and negotiation. The method of use 
will be usually determined on the basis of legal requirements, 
the amount of money involved and other factors. 
a. Formal advertised contracts. In formal adver-
tised contracts, the major stipulations and conditions of 
formal contracts are generally prescribed by law or board 
policy. Mandatory provisions usually include advertising; 
covering a specified period; amount of deposit to accompany 
bid; and agency responsible for opening bids. Formal contract 
forms usually consist of three sections; (l) general stipu-
lations or conditions of the contract; (2) specifications; and 
(3) proposal form. 
Bids may be requested on the basis of three types, 
individual items, combination, or lump sum. Individual items 
are compared and awarded on the basis of the prices quoted on 
each of the separate items as listed, and no combination or 
lump sum bids are accepted. Combination bids have the ad-
vantage of effecting some saving. Bids solicited on an in-
dividual basis may also be requested on a combination basis 
of two or more similar items on which individual bids have 
been requested. This provides an opportunity for bidders to 
reduce their price on the items combined, since this assures 
them of a greater volume of business. Lump sum bids are asked 
for on a basis of the lump sum covering several related items 
without requesting bids on any one of the individual items 
included. Bidders insert the unit price, however. 
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Bidders are entitled to be present at all opening 
of bids, especially if they involve a substantial figure; 
and it is difficult to conceive any situation in which this 
priviledge should be denied them. Prices may or may not be 
announced, depending on whether a series of item bids is in-
volved, which might consume considerable time. Duplicate 
copies of the bids should be made available to bidders prompt-
ly after the opening. 
If good public relations with suppliers are to be 
retained, absolute consistency must be exercised in policies 
and procedures regarding acceptance and rejection of each 
bid. If disputes arise, objections and challanges by unsuc-
cessful bidders may have to be referred to a higher authority 
for decision; but where honest and impartial efforts are made 
to determine the lowest responsible bidder meeting the speci-
fication requirements, such occasions are relatively rare. 
Having determined the successful bidders, the bond 
and contract forms are prepared and executed. When completed 
they constitute the order to deliver. 
b. Informal sealed bids. While formal contracts 
are desirable for purchases involving large sums and must be 
prepared in a great many cases, careful planning and schedul-
ing will enable the purchaser to obtain many of the items 
by means of the timehonored purchase or service order, based 
on informal sealed bids, which follow, in general, the same 
pattern as that of the formal contracts, and can be made just 
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as binding. No changes need by made in the specifications; 
no certified check or deposit is required; the bidding peri-
od can be considerably reduced; the highly technical halo 
can be removed; bids can be opened publicly, tabUlated, com-
pared and quality standards maintained. 
c. Letter quotations. In the interest of speed 
and to protect bidding procedures at the same time, suppliers 
may be requested to submit prices by letter. This procedure 
is satisfactory for what might be termed verifying prices 
for copyright materials such as test booklets, textbooks, 
audio-visual supplies, and particularly when it is necessary 
to cover speciffc periods for annual or semi-annual ordering 
and requisitioning. 
The letter is in the nature df an explanation of 
the purpose of the communication, and the procedure to be 
followed. Lists of the titles to be included and a sig-
nature proposal sheet accompany the letter, which, when 
prices are inserted and signed, constitutes a satisfactory 
agreement on the basis of which purchase orders are issued. 
d. Telephone bids. Emergency situations arise, 
which make it necessary to obtain prices immediately by 
telephone. Usually there is little doubt in regards to the 
complete desription of the product required, and the supplier 
can respond promptly. Telephone orders should be followed 
promptly by confirming purchase orders, and the unsuccessful 
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bidders notified, particularly if any commitment has been 
made to withold the sale of the items pending further direct 
word from the inquirer. 
e. Negotiation. Generally speaking, competitive 
bidding is based on terms set up by the purchaser and occasion-
ally, because of general conditions or unusual circumstances, 
it may be impossible to ob'tain responses from vendors. It 
then becomes necessary to ascertain what is available and on 
what terms. While the element of competitive bidding is not 
entirely eliminated, it should be demonstrated clearly that 
the negotiated arrangements finally accepted are fair and 
equitable. 
f. Receipt of bid. It is highly important that all 
sealed bids be opened at the same time in the presence of at 
least two persona. The envelopes in which they are delivered 
should be clearly addressed to the receiving office or person 
and should be so marked as to be positively identifiable to 
prevent opening in error. Letter quotations and telephone 
bids should be carefully guarded by the purchasing officer to 
avoid criticism or suspicion that prices might possibly be 
revealed to competitors before their quotations have been 
received. 
In support of these viewpoints, Mort has written: 
The boards should always reserve the right 
to reject any or all bids. This enables them to 
make -a somewhat better selection of firms with 
which they may wish to place contracts. In the 
case of substitute materials offered by certain 
firms, the board should retain the right to 
accept ox reject such sUbstitutes. The entire 
procedure of securing bids and awarding con-
tracts should be outlined in rules and regu-
lations by the board of education and may often 
contain many details over and beyond the state 
requirements.• 
Morrison accurately concludes: 
The presumption is that the order will be 
placed with the lowest responsible bidder. In-
deed, the statutes sometimes require this. The 
essence of the procedure as thus far described, 
is, however, publicity and removal of the busi-
ness of the school department from petty intrigue 
and favoritism, and this is about as far as we 
can go.•• 
•14, P. 309 
••13, P. 482 
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B. Important Elements Apart from the Purchasing Program 
1. Public Pressures and Favored Treatment. Even 
a casual survey of purchasing practices in small school dis-
tricts brings to light some very queer policies. "In one 
Michigan town the board of educati.on lets all contracts lo-
cally, provided prices asked are not more than 5 per cent 
higher than the lowest outside bid. Another middle-west 
co~unity reserves the right to place all school business 
locally even though the costs are considerably higher."• 
Most boards of education .in small towns apparently 
give preference to local merchants when all other elements 
are equal. When outside firms can furnish an article with 
obvious and important educational advantages over anything 
which can be purchased locally, it is usually possible to 
waive local preferences in spite of higher prices asked by 
a nonlocal firm. 
Public pressures of all kinds are brought against 
the school board members and professional educators, many 
times for the purpose of securing special privileges in 
their purchasing programs, as well as other aspects of the 
service schools render. It is possible that some of the 
special requests made of school authorities are perfectly 
justified, but in some cases, at least, the clamor and per-
sistent pressure may result in unwise expenditures of public 
*4~. , P. 88 
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funds that never would have been approved if the board members 
or school officers were serving as directors of a private 
enterprise. 
Linn evaluates the purchasing program by stating: 
Divorce political maneuvering from purchasing 
and selling. What is good ethics in selling is 
also good ethics in buying. Neither party should 
ever encourage the other to do an unethical, ill-
egal or unmoral thing. The believing, confidence, 
trust, and faith each has in the other are the 
basis for good relations between reputable busi-
ness houses and responsible buyers. No indivi-
duals concerned with the sale · and purchase of 
materials for schools--~boardme~ber, school per-
sonnel, or others---should derive any gratuituos 
benefit from the transactions, or to give them 
after bids are opened.• 
Ethics in buying recognize the value of good ser-
., 
vice and good quality of merchandise, and give consideration 
to these two items in making awards or in placing orders. 
•In the small community, local businessmen some-
times encourage administrators to purchase school supplies 
on open charge accounts."•• By al1 good business standards 
such puxchasing should not be done. It may be assumed that 
this practice almost invariably results in higher costs to 
this school, in careless purchasing, confused financial ac-
counting and leaves the administrator in an embarrassing 
position when he wants to make more advantageous purchases 
elsewhere on a cash basis; for the credit merchant may feel 
that, in return for having given credit on some goods through 
• .10, P. 279 
••9, P. 145-147 
48 
an open charge account, he also should be given the cash 
accounts, too. This, of course, is not true. 
School funds are sometimes wasted because prices 
higher than necessary are paid for services, supplies, and 
property or equipment. An attorney may get a high fee out 
of all proportion to the value of his limited advisory ser-
vices in connection with a school bond issue. Mechanics 
on the maintenance staff who enjoy a permanent status with 
the public schools may be paid on the high hourly rate estab-
lished for mechanics working for private contractors who 
have no guarantee of tenure or full-time employment. A 
favored merchant may sell materials to the schools, without 
bids, at prices higher than would be requested by other 
dealers handling materials of equitable quality. Or specifi-
cations may be drawn up in such a way that certain manufac-
turers are favored regardless of the quality or fitness of 
their products. 
The request, or demand, that school boards spend 
their money with local taxpayers is one which recurrs at 
irregular intervals. Usually the request is not that school 
supplies be purchased from local merchants who are local tax 
payers, but that the purchase of a certain class of mer-
chandise be made from a local merchant. Invariably the theory 
is expounded that the monies to be expended are collected 
locally and that they should be spent locally. Further, the 
theory is .. advanced that since the local merchant helps pay 
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the local taxes he is entitled to business at a higher cost 
to the educational community than should be paid to a deal-
er who conducts his business from another city. The survey, 
which is the basis of this thesis, indicates overwhelmingly 
that sdhool boards will favor the local merchant in competi-
tion for business against a merchant from outside the city. 
If the price and quality of merchandise are the same there 
is no question as to which should and will have the business. 
Kimple goes on to say: 
Placing orders continuously with the same 
company from habit or because you like the 
salesman is a questionable habit. A school 
which does this may be misusing pools of good 
opportunity to improve the educational program 
and to save money, for no company has a mono-
poly of good products.• 
Purchasing policy should be developed by the board 
of education under concern for controlling over-all expendi-
tures while educational needs are being met to best advan-
tage. Most boards of education of smaller systems lack a 
policy in this important administrative function and as a 
consequence difficulty may arise as the professional adminis-
trator attempts to administer the service and purchasing of 
supplies. 
Hagman concurs with this, for he says: 
In the interest of good administration, policy 
should declare who shall purchase, what kind of 
supplies and equipment may be purchased by the 
purchasing officer, what provisions are approved 
*49, P. 55 
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for the securing of discounts, and who should be 
solicited for the supplies and equipment needed. 
Board policy should remove board members and 
board committees and the superintendent from 
actual purchasing actions that would implicate 
them in showing favorites to local merchants.• 
Occasional review and publication of board purch-
asing policies and more or less constant study of supply and 
equipment purchasing by school administrative personnel may 
serve to improve procurement procedures and relationships 
locally. 
According to Elliott: 
The question of local versus out-of-town buying just should not exist. Buying locally means the 
school is taking money of all taxpayers and using 
it to subsidize a few.•• 
Cannon has realized the need for quality products 
by the following statement: 
Give your business to those who have proved 
they are necessary because they provide an honest 
product suited to your needs, because they perform 
as promised, and because through sincere interest 
in the over-all improvement of education they have 
contributed to its advancement.••• 
There are always borderline articles which cause 
difficulty to a beginning superintendent and there are other 
"headaches" in the matter of local buying. The opposition or 
friendship of the merchants counts for a great deal in every 
community. Although the numbers and taxpaying abilities of 
these dealers may be small as compared with those of the 
•s. P. 276 
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whole population, the vendors are strategically located and 
influential far beyond their numbers and wealth. 
Even though the board of education sticks with the 
superintendent in a controversy over the local purchas i ng, 
there is always danger that these dealers will score a vic-
tory at the next school election, with a resulting change 
in administrators. To have only the editor of the local 
paper "against" the superintendent is no small thing. Oppo-
sition movements can start from just one man, and finally 
engulf the superintendent. In dealing with local merchants, 
the problem of buying is vital. All men are sens i tive about 
anything affecting their pocketbook. 
The school board of the Independent School District 
Number 3, of Hancock, Minnesota, has been plagued in the past 
with the problem of "buying locally." It is believed that 
most schools, at least in towns of five to twenty thousand 
population have this same difficulty. 
The Hancock board attached the problem with 
the idea that the members should get as much in-
formation from the businessmen as possible. The 
discussions began very slowly at a regular board 
meeting, and the outcomes of this faint beginning 
have heartened the most fainthearted. 
The plan was to present the facts to the local 
commercial club. This was done in a small way by 
asking just what the members wished to inquire 
about the financial set up of the local school and just how they believed additional local purchases 
could be made. Several spokesman felt that the 
basic idea of more information was a good one, and 
they encouraged the board of education and the 
superintendent to further study the situation ..• 
and it was an overwhelming success. 
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It is important in a financial way that the 
local business men back up the schools. A well 
informed businessman will support the educational 
program if he understands what is being done.• 
In some instances school boards have even set up 
a price differential or a percentage which is allowed to the 
local merchant. For example, the State of Indiana levies a 
"gross income tax"** of one per cent on gross sales. This 
applies to all business transacted, without any credits for 
losses. Illinois levies a "sales tax"** of three per cent 
but sales to individuals or firms outside the state are not 
subject to the tax. 
Many Indiana boards allow local merchants enough to 
compensate for the gross income tax of one per cent. Ex-
perience has shown, according to Gavit**, however, that in 
practically no case would one percent have been sufficient 
to turn the business one way or the other. In most cases the 
difference was from 10 to 25 per cent. 
Consider this case on lumber that Gavit discusses. 
Most of the lumber in one smaller community was bought in 
rather small amounts, for particular jobs. Inquiries for 
prices qn numerous occasions brought identical figures from 
half a dozen dealers. On some of the larger orders prices had 
been requested from adjacent Chicago dealers in competition 
with local dealers. On one list of lumber the out-of-town 
*36, p. 43 
**48, P. 48 
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dealer submitted a price of $288.68 as against a price by 
the local dealers of $372.90. Thus in one case t he local 
price was 29 per oent higher. It is also difficult to under-
stand how a firm in Cleveland, 300 miles away from this small 
town, could ship lumber with freight costs prepaid and bid 
$377.25 as against a local price of $415.29. In this case 
the increase was 10 per cent. Gavit• further discusses the 
purchase of stoker parts. Few of these were stocked by the 
local dealers. One dealer thought he could have the order 
at a price of $536.65 as against $435.55 offered by a Chicago 
firm which carried most of them in stock and from whom the 
local dealer would have secured them. Another merchant 
thought the school should place the order for magazine sub-
scriptions locally--- at a cost of $421.75 as against the price 
of $338.95 which was submitted by a firm which had been re-
ceiveing the order for the past few years. 
As an answer to the assertion that local taxpayers 
should receive the business of tax-collecting units, Gavit 
considers the case of one merchant who was most insistent. 
On one order he submitted a bid of $593.29 in competition 
with an out-of-town firm, which bid $477.03. This order, 24 
per cent higher than the low bid, would have netted the 
dealer $116.26 excess profit, if it may be considered that 
the low bidder had figured for himself a fair profit. This 
*48 , P. 48 
54 
same dealer, owned property, including land, buildings and 
stock which was assessed for taxes at $38,510. At the 
school levy of $12.20 per hundred, his tax for school pur-
poses amounted to $462.00. If the school were to buy all of 
its merchandise from this merchant how long would it take for 
him to recover the entire amount of his school tax? In spite 
of these figures, the merchant still insisted that the school 
should buy locally, from him. 
If the "buy locally" theory is correct and is carri-
ed out to its logical conclusion, what shall be done then to 
reimburse the average taxpayer who has nothing to sell to the 
schools~ 
Certainly one would rule that upon goods not carri-
ed in stock and which the school can purchase as cheaply as 
the merchant there is no justification for buying from the 
local dealer. No one has a right to cause a large extra 
burden of taxation to fall upon the average citizen so that 
there may be a profit to a few individuals who are in busi-
ness in the community. "Local merchants rarely, if ever, ex-
pect that this be done when they understand the situation, 
so difficulties do not come up from this type of buying 
where proper explanations are made from time to time," ac-
cording to Huggett~ On the other hand, everyone would proba-
bly agree that small orders of merchandise which retailers 
*32, P. 45-46 
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regularly carry in stock such as groceries, meats, nails, 
lumber, paint, and coal must necessarily come from the local 
merchants. One can hardly conceive of these articles re-
presenting a value of a few dollars at any one time, being 
purchased outside of town unless very attractive offers were 
made, and even then one would probably not save enough to make 
it worth while to go outside the city. Only in the larger 
cities might there be much possibility of such purchases being 
made out-of-town. 
Huggett follows up by stating: 
Most of the difficulty c~nes in connection with 
printed forms, commencement invitations, class rings, 
insurance and floor seal. Many small town printers 
in particular, seem to feel that they have a vested 
interest to produce all school printing no matter 
if their charges are excessive.* 
Gavit** cites another instance concerning a local 
merchant when he appeared before the school board in regard 
to his bid on material with an approximate value of two 
thousand dollars. Purchases each year were consistently near 
the same amount. The bid of the local merchant was approxi-
mately twenty-five hundred dollars. The material was in 
quantities which he did not stock and for which it would be 
necessary for him to place a separate order. 
He stated that his usual mark-up was from 30 to 60 
per cent, and that if he were forced to meet out-of-town 
*32, P. 45-46 
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competition with a resulting profit from 10 to 15 per cent, 
he would rather not handle the business. As a result the 
business went out-of-town. For the past two years, however, 
local merchants have been the low bidders and secured the 
business. Perhaps 10 per cent was worthwhile after all. 
If material needs are forseen, and if such needs 
are combined into a single bid list, the merchant can afford 
to give a "quantity price" b~cause he will. have less book-
keeping and less delivery costs. Some items, such as floor 
wax, floor seal, paper towels, liquid soap, and many others 
may be shipped direct from the factory and may never be seen 
by the merchant who makes the sale. Many manufacturers make 
a practice of this procedure. Some even handle all of the 
accounting, with payment going directly from the school to 
the manufacturer. The local merchant then receives a nominal 
commission, perhaps 10 per cent. To those merchants who have 
been making a profit of up to 50 per cent on their sales of 
the same product, the commission may seem inconsequential 
and the business unworthy of their attention. 
Grouping of materials, purchasing of a year's supply 
at one time, and prompt payment of bills can do much to solve 
the problem of buying locally. Much of the complaint has 
come from merchants who have for years sold to the schools 
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from day to day at retail prices. In many instances these mer-
chants have been asked to carry the account for several months 
until tax collections are made. Also, delivery costs on 
individual purchases have been high. All of these factors 
combine to warrant the large profits which the local mer-
chant has made upon his past sales and which he believes he is 
entitled to collect, now and in the future. 
In voicing their opinion, Miller and Spalding say: 
When there is immediate and urgent need for 
equipment, time is not allowed for inviting, re-
ceiving, examining, and awarding bids. In the 
purchases of either supplies or equipment, when 
other factors are favorable, the vendor awarded 
the order should be one who can give assurance 
of service in case supplies are unsatisfactory 
or equipment needs adjustment or repair. Expedi-
ency of delivery also becomes a consideration 
when items are ordered to meet immediate need. 
For such reasons, and only for such reasons, 
consideration may be given to placing the order 
with a local distributor in preference to placing 
it at a lower price with a non-local distributor.• 
The school executive has to walk with care in local 
buying. All consumers dislike to be overcharged, but a few 
dollars• extra cost should not be allowed to make a lot of 
enemies. Most merchants, though, according to an analysis 
by school business officials•• are reasonable in respect to 
prices. The few exceptions occur infrequently, but when they 
do happen they give the administrator or board a great deal 
of difficulty. The final furlong, or step, or rule, is tact, 
fairness, and carefull attention to the interests of the 
school and the school district. This oanot be emphasized 
too strongly. 
*11, P. 405 
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2. Red Tape in Buyer-Seller Relationships. A tre-
mendous amount of red tape has to be contended with in the 
school supply purchasing program. Bother with details that are 
time consuming are the rule rather than the exception. Both 
buyer and seller are constantly tripping over it. Nothing can 
be done in the usual manner, instead, it has to be done in a 
round about fashion which wastes time and effort on the part 
of all concerned. The laws and ordinances and resolutions 
have been established to protect the taxpayer against the ma-
chinations of unscrupulous and dishonest officials, as well as 
to deter critics from accusing honest officials of dishonest 
practices. 
Bid deposits and contract bonds discourage many 
prospective bidders. Another requirement is the 'per diam' 
damages for non-delivery on or before a specified date. Re-
sponsible concerns are as anxious as anyone to see that de-
liveries are made on time. But if strikes, floods, fires, or 
other conditions beyond their control prevent them from de-
livering on time, there is no good or valid reason why they 
should pay the purchaser a daily sum of money until delivery 
is made. 
Another source of constant irritation and loss of 
competition in public bidding is due to the quantities of 
detailed specifications and fine print which frequently ac-
company requests for bids. There are a great many variations 
between these requirements of contiguous or near-by 
municipalities in many closely populated areas. In many con-
tract proposals sent out by public purchasers there are 
"copious paragraphs couched in legal verbiage, much of which 
is passed over by some bidders because they do not have the 
time or legal training to spend in the study of these 
provisions."* When trouble develops in the performance of a 
contract, it often happens that the bidder has not read or 
understood every part of the contract proposal and specifi-
cations because of a confusing maze of legal words and phrases. 
It is interesting to note in passing that during 
the seller's market during the war, vendors also created 
troublesome red tape in the form of clauses dealing with 
esculator delivery terms, time limitations relating to the 
acceptance of offers and other conditions when bidding on 
public contracts. While certain conditions and clauses are 
required to protect the public interest, it is believed that 
many could be eliminated or simplified. The inclination to 
include unnecessary restrictions and stipulations increases 
the cost of doing business and tends to discourage bidding. 
While it is true that the fact must be recognized, 
that adequate safeguards and legal provisions must be pro-
vided in connection with public purchasing which are not 
necessary in private purchasing, never-the-less there are 
many areas in which the former procedure may be simplified 
*40, P. 47 
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so that public purchases will be attractive to responsible 
bidders. This will result in obtaining more for the tax 
do~lar. 
McClinton further states: 
Other incidents leading to unsatisfactory 
relationships between buyer and seller. are 
misleading salesmen as to quotations from 
competitors, accepting substitutes, unnecess-
arily postponing awards, thus adding expense 
to selling organizations, local influence on 
contract awards, and padding requirement lists 
as to quantity.• 
*34, P. 36-37 
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CHAPTER V 
PRESENTATION OF THE DATA 
A. Purchasing Responsibility 
In order to obtain the data used in this study, 
it was necessary to prepare and send out questionnaires to 
selected school superintendents in the State of Massachusetts. 
It was decided that towns and cities between five thousand 
and twenty-five thousand population presented the best size 
grouping for obtaining the information needed, that is, 
whether the superintendent or whomever does the purchasing 
favors local or open market purchasing of maintenance, oper-
ational and educational supplies or a combination of the two 
policies. 
Questions were devised according to directness, 
simplicity, and with broad enough content to require no ex-
planation to the receivers, and yet get the required answers 
for the survey. 
A total of fifty-eight questionnaires were mailed 
out, and of this total, forty-seven, or 81% have been return-
ed. All of the superintendents were asked to comment on the 
questions but only twenty, or 42.6%, complied. 
The data received from the questionnaires is pre-
sented in the form of charts. Each of the charts will be 
explained and presented in the body of the material. 
sa 
The superintendents were asked to state who per-
forms the purchasing of maintenance, operational and edu-
cational supplies in their school systems. This question 
was asked for the purpose of discovering who actually does 
this function, to better understand and determine who in-
fluences local or open-market purchasing. Twenty-six, or 
55.3% of the superintendents stated that they carried out 
this function. Three, or 6.4%, said that the superintendent 
and the school committee were charged with this duty. Eight, 
or 17%, of those polled, stated that the superintendent and 
the supervisor of buildings and grounds worked together. 
Only one superintendent, or 2.1%, of thos~ asked, said the 
task was handled by himself and an administrative assistant. 
Four, or 8.5%, stated that the superintendent and 
the town purchasing agent did the purchasing. Three, or 4.2%, 
of the superintendents performed the task with the school 
business manager. And three stated that the town manager did 
the purchasing. This was 6.4% of those answering. 
Graph I shows who performs the purchasing function 
in the educational communities of the forty-seven superin-
tendents. An interesting comment was made by the superin-
tendent of schools in Danvers. He said, "The town manager 
technically does the purchasing. However, the clerical force 
in the superintendent's office does all of the work. That 
is, preparing bid proposals, checking bids, making out all 
purchase oxders, and the like." 
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,, GRAPH I 
A. PURCHASING- RESPONSIBILITY 
Who performs the purchasing of maintenance, oper-
ational and educational supplies in your school system? 
Superintendent 
Superintendent and 
School Committee 
Superintendent and 
Supervisor of 
Building and 
Gronnds 
Superintendent .and 
Town Purchasing 
Agent 
Superintendent and 
Administrative 
Assistant 
School Business 
Manager 
Town Manager 
5 
6.4~ 
8.5'}b I . 
' 4.2~ 
15 25 
I I 55.3~ 
35 
Superintendents 
45 
64 
55 
65 
B. Local and Out-of-town Purchasing Obligations 
The second question asked of the superintendents, was, 
if their school purchasing obligations to local merchants out-
weighed their obligations to out-of-town distributors. The 
overwhelming majority answered "no." Thirty-five, or 74.5~ of 
them took this stand. "Sometimes" said 23.4%, or eleven of 
the administrators. Only one, or 2.1%, truly favored the 
local merchant in all respects, and felt that the schools pur-
chasing obligation was toward him. 
The Andover superintendent commented, nwe give pre-
ference to the local dealer if his price and quality compares 
favorably with out-of-town merchants." From the Ipswich 
superintendent came, "Usually local merchants are given busi-
ness of small maintenance items, food when ordered in small 
lots or 'special' orders. Electrical, plumbing, and carpen-
try work usually goes to local people as does fuel. Most edu-
cational supplies come from outside houses." The Winchester 
superintendent commented, "Winchester is a small residential 
town and there is no company within the town to supply us 
with educational supplies, which, of course, make up the bulk 
of our purchasing. Also, we have no office supply house here 
in town. However, many of our repairs to school buildings 
(floor tiling, roofing, painting, plumbing, etc.,) are taken 
care of by local companies who underbid their out-of-town 
competitors." 
GRAPH II 
B. LOOAL AND OUT-QF-TOVIN PURCHASING OBLIGATIONS 
Do your sohool purchasing obligations to local mer-
chants outweigh your obligation to out-of-town distributors? 
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NO 
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Superintendents 
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"Only purchases of $500 or more are put out for 
bid," stated the Southbridge superintendent, and added, "I 
know this questionnaire is purposely simple and that school 
men appreciate the consideration. My answers are as accurate 
as I can make them but purchasing even in a small town can 
become complicated." 
Another superintendent added, "If the quality and 
price are about equal, we naturally will buy locally. When 
delivery is prompt, on short notice, we are less likely to 
receive poor quality from someone we meet every day." 
The Woburn superintendent said, "On real bids, ad-
vertised and accepted by the school committee, local mer-
chants are truly favored. On ordinary purchases we buy local-
ly when it is not obviously detrimental to do so. Service, 
convenience, and good-will are factors even though they do 
not appear on the price tag. They are factors out-of-town, 
too;n 
Graph II presents Local and Out-oftown Purchasing 
Obligations. 
c. Local Merchant Cooperation 
Graph III presents the answers to the question num-
ber three, "Does the extent of purchasing 'cooperation' de-
pend largely on the local merchant? That is, is he the type 
of local merchant who uses his experience and ability to help 
the district find the right article at the right price and 
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GRAPH III 
C. LOCAL MERCHANT COOPERATION 
Does the extent of purchasing "cooperation• depend 
largely on the local merchant? That is, is he the type 
of local merchant who uses his experience and ability to 
help the district find the right article at the right 
price and produces prices that compare favorably with 
open market bidding? 
r 
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produces prices that compare favorably with those of open 
market bidding?" 
The results showed that the answer was 1 yes 11 to 
63.8~, or thirty, of the superintendents. Thirteen super-
intendents checked 11 no, 11 or 27.9<fo of those polled. Only one 
answered "sometimes" making 2.1% of those surveyed. 
The superintendent of schools in Athol commented, 
"All 1smal1 1 items are purchased locally. Anything costing 
over $500 is put out for bids. Fuel has to be purchased 
locally. Out of a budget of $500,000, SO% goes into teacher 
salaries, about 10% goes into textbooks and other fixed 
costs, and only about 10% ~be bid on." 
"Our policy is to purchase locally, other things 
being equal. If the latter does not hold, we do not hesitate 
to go outside in purchasing," commented the Gardner chief 
administrator. 
Northampton's chief school administrator wrote, 
"When we can purchase supplies locally at the same price as 
elsewhere, we buy them locally, but the overwhelming major-
ity of educational supplies are purchased out-of-town ••• 
also school furniture, etc. For the most part, maintenance 
supplies are purchased locally except for certain things." 
North Adam's superintendent stated, 11 The local 
merchant is favored if all other factors are equal." And 
the Weymouth superintendent echoed Dedham by saying, "PricEB 
being equal, the local merchant has preference." 
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D. Lowest Price and Best Quality Purchasing 
Graph IV presents the answers to the question, 
"Are your school purchasing problems and policies based on 
the presumption that you will purchase from the company who 
submi ts the lowest prices and quality you desire, disregard-
ing local merchant feelings?" 
By far the greatest number of superintendents, forty, 
or 85.1~ of those polled, said emphatically 11 yes." A perti-
nent comment was given by the superintendent of schools i n 
North Andover, who wrote, "There are few firms in this town 
who are able to supply the school system. Purchases in ex-
,-c,ess of $250 must be sanctioned by the school committee, 
~ ~{:l,oae members favor question number :four because it frees 
them from political pressure." However, 12.8%, or six of the 
superintendents checked 11 no. 11 Only one said "sometimes." 
The superintendent at Easthampton wrote, "We 
usually ask for bids, and purchase at the lowest prices com-
mensurate with acceptable quality." The Hingham chief 
school administrator commented, "Our policy is to buy the de-
sired quality at the best price. Local buying only when the 
price equals low outside price or when service is an impor-
tant factor." 
Norwood's superintendent said, "Occasionally we 
have to buy from the lowest bidder following advertisement 
for goods or services of $1000 or more. Below that figure 
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GRAPH IV 
D. LOWEST PRICE AND BEST QUALITY PURCHASING 
Are your school purchasing policies based on the pre-
sumption that you will purchase from the company who sub-
mits the lowest prices and quality you desire, disregard-
ing local merchant feelings? 
YES 
~ . ~ . - . . 
. -- . .. ........ ' 
NO 
SOMETIMES 
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discretion is used.' The superintendent at Lexington, com-
menting on this question, answered, 11 We secure bids from 
many companies---determine quality we want---then take the 
lowest bidder. Sometimes delivery and service factors may 
outweigh price." 
Natick's superintendent wrote, "Freight costs do 
enter into the picture---availability, general assistance 
also." And the superintendent at Longmeadow completed his 
questionnaire by writing, "Little that we purchase is avail-
able through local merchants. We try to consistently buy at 
lowest price for the quality required.u 
"This is a small town. Many of the items we pur-
chase are either not handled locally or the prices are not 
competitive," replied the Plymcuth superintendent. And the 
superintendent at Needham completed the comments stating, 
11 We buy locally only if we can do as well as we can for all 
the taxpayers as we can do elsewhere. We feel no obligation 
to out-of-town distributors other than to treat them fairly." 
E. Purchasing Policy Combinations 
Graph V shows the results of the last question asked 
on the questionnaire. This question was, 11 Are your purchas-
ing policies and obligations a combination of the policies 
mentioned above?" 
It was meant to be a summary of the gneeral pro-
cedures used by the fifty-seven school superintendents in 
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GRAPH V 
E. PURCHASING POLICY COMBINATIONS 
Are your purchasing policies and obligations a combi n-
ation of the policies mentioned above? If so, please check 
which ones. 
-Questions 
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2,3 & 4 
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their purchasing practices. Question or policy combinations 
2 and 3, 2 and 4, and 2,3 and 4, each received identical four 
checks, or 8.5%, each. The large majority of the superin-
tnedents, or twenty, cheeked that policy questions 3 and 4 
were their choice. This was 42.6% of those replying. 
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CHAPTER VI 
SUMMARY AND CONCLUSIONS 
A. Summary 
This study was undertaken in an effort to deter-
mine what leaders in the school purchasing profession con-
sidered of greatest importance with regard to the purchas-
ing program and its influence on local and open market 
purchasing, and to discover whether local or open marekt 
purchasing is utilized by selected educational communities 
in the State of Massachusetts. Fifty-seven questionnaires 
were mailed out to superintendents in towns and cities of 
between five and twenty-five thousand population. They 
answered specific questions that were evaluated according 
to a percentage basis of the actual number of administrators 
returning the questionnaire divided into the individual 
answers checked. 
The first chapter stated the problem, importance 
of the study, delimitations, and definition of terms. The 
second chapter constituted a review of related investigations, 
the majority of which presented case-type studies of how cer-
tain towns and cities in the United States manage their pur-
chasing programs. Chapter three discussed the methods of 
purchasing economies recommended for the purchasing program. 
Chapter four discussed the various aspects involved in the 
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purchasing program. The data received from the questionnaires 
were discussed and presented in a series of charts in chapter 
five. 
The information received through the questionnaires 
from the forty-seven superintendents returning them was: 
1. Twenty-six, or 55.3% of the superintendents 
stated that they carried out the function of 
purchasing maintenance, operational and edu-
cational supplies. Three, or 6.4%, said that 
the superintendent and the school committee 
were charged with this duty. Eight, or 17% 
of those polled stated that the superintendent 
and the supervisor of buildings and grounds 
worked together. Only one superintendent, or 
2.1% of those asked, stated the task was hand-
led by himself and an administrative assistant. 
Four, or 8.5%, said that the superintendent 
and the town purchasing agent did the purchas-
ing. Three, or 4.2% of the superintendents, 
performed the task with the school business 
manager. And three stated that the town mana-
ger did the purchasing. This was 6.4% of those 
answering. 
2. The overwhelming majority of superintendents, 
thirty-five, or 74.5'%, answered 11 no" to the 
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question whether their school purchasing obli-
gations to local merchants outweighed their 
obligations to out-of-town distributors. 
"Sometimes" checked 23.4%, or eleven adminis-
trators. Only one, or 2.1%, truly favored the 
local merchant in all respects, and felt that 
the schools purchasing obligation was toward 
him. 
3. To the question, "does the extent of purchas-
ing 'cooperation' depend largely on the local 
merchant," thirty, or 63.8% of the superinten-
dents answered 1 yes. 11 Thirteen superintendents 
checked "no," or 27.9% of those polled. Only 
one answered •sometimes" making 2.1% of those 
surveyed. 
4. By far the greatest number of superintendents, 
forty, or 85.1% of those polled, said emphat-
ically "yes" to the question "are your sChool 
purchasing policies based on the presumption 
that you will purchase from the company who 
submits the lowest prices and quality you de-
sire, disregarding local merchant feelings'l 11 
However, six, or 12.8% of the superintend-
ents checked "no.n Only one answered 
sometimes. 
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5. "Are your purchasing policies and obligations 
a combination of the policies mentioned above?" 
This was the last question asked the superin-
tendents. The majority, or twenty, checked 
that questions 3 and 4 consisted of their type 
of purchasing policy. This was 42.6%. Policy 
combination questions 2 and 3, 2 and 4, and 2,3, 
and 4, each received checks by four superinten-
dents, or 8.5% each, of those polled. 
B. Conclusions 
This study has revealed that the school administra-
tors overwhelmingly advocate doing their purchasing where they 
can get the most suitable quality merchandise at the best 
price. In most cases they feel they have to purchase out-of-
town to do this. 
However, the supplies must be broken down carefully 
into their three catagories, maintenance, educational, and 
operational, to get a more accurate picture of where the buy-
ing is actually done. 
This study indicates that almost all of the educa-
tional supplies must be purchased out-of-town to get what is 
desired on the part of the purchaser. Apparently this is be-
cause only the larger supply companies can furnish the variety 
and quality, and meet the stringent specifications that are 
submitted. 
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Their small, local business rivals often don't want to take 
the time to try to meet the rules and regulations governing 
the pur chasing offers, even if they could. 
On the other hand, maintenance supplies appear to 
be almost totally a local purchasing obligation, for obvious 
reasons. Good will, ease of delivery, and prompt action on 
del~very are the reasons for favoring the local merchant. 
Few school administrators like to be caught short when need-
ing supplies, but sometimes they do and when this happens and 
they do need something immediately, the local man is the only 
one who they can turn to for help. In some instances the 
superintendents have to order out-of-town, for things such as 
furnace stoker parts or other hard-to-find maintenance items. 
Operational supplies present almost a fifty-fifty 
proposition, depending on the size of the town and the school 
system. The smaller the system and town, the bigger the prob-
ability that the school board will have to purchase from the 
outside merchants and distributors. For things such as the 
school auto1nobile, the order almost always goes locally. 
As the question of policies regarding politics in-
fluencing the purchasing decisions of the forty-seven super-
intendents replyihg to the questionnaire goes, it apparently 
does not weigh as heavily as some may think, or these men 
would favor more local purchasing. This is not to say that 
the 11 buy locally• problems do not arise in these towns and 
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cities. Undoubtedly they are there, and will continue to 
be there, but the integrity of the superintendents and the 
purchasing officers, cooperation of the local merchants, and 
school boards too, all seem to have helped the situations. 
c. Constructive Implications 
The very first problem to be answered in providing 
for a strong purchasing program, is a review and, if need be, 
additions to the purchasing rules and regulations of the edu-
cational system. Provision for a code of ethics for the 
school board and superintendents themselves, if not provided 
by state law, is essential. Here at the very roots of the 
purchasing program is the place to start to eliminate undue 
influence among the members themselves. 
The second step that should be taken by a board of 
education or a superintendnet, is anticipating purchasing 
problems before they arise. To anticipate the day-to-day 
smaller problems that could become political issues or just 
trouble makers, is vital. This can be successfully handled 
by finding out just what the local business men want to know 
about the spending of the school money. In this way a good 
general program of financial "education• for these men, 
presented initially at the local business clubs, could be 
initiated. The phases of the program should be in printed, 
concrete, •take home" form for each and everyone who wants · 
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a copy. In this program, the school administration could 
carefully break down the local and state finances of the 
school district. They could go so far as to approximate the 
amount of money spent locally by each teacher in the systema 
Included, of course, would be the breakdown of the money 
spent for the year's purchasing program. 
Then, included with this financial report, would be 
the rules and regulations of the purchasing program, as set 
up by the State laws, and local and district rules and regu-
lations to clarify the school administrators position. This 
would let the business men know the laws and regulations as 
soon as possible, and show them the moral obligations the 
superintendents and purchasing agents must abide by in hold-
ing t heir positions in the community. 
And last, a system of carefully farseeing the mater-
ial needs of the school system is needed so that these needs 
can be combined into a larger single bid list that will enable 
the local merchants who may be able to supply the schools, to 
give a competitive "quantity price," by lowering bookkeeping, 
delivery, and other overhead costs. And then, if the business 
does go to a local merchant or merchants, the school needs a 
prompt follow-up of bill paying to make sure the merchants do 
not lose their profits and that the school system retains its 
hard-won good will. 
81 
APPENDIX 
CITIES AND TOWNS INCLUDED IN THE SURVEY 
Adams 
Amesbury 
Amherst 
Andover 
Athol 
Clinton 
Danvers 
Dedham 
Easthampton 
Fairhaven 
Framingham 
Franklin 
Gardner 
Gloucester 
Greenfield 
Hingham 
Hudson 
Ipswich 
Leominster 
Lexington 
Longmeadow 
Ludlow 
Mansfield 
Marblehead 
Methuen 
lliddleboro 
Milton 
Milford 
Natick 
Needham 
Newburyport 
Northampton 
North Andover 
North Attleboro 
Norwood 
Peabody 
Pittsfield 
Reading 
Rockland 
Saugus 
Somerset 
Southbridge 
Spencer 
Stoneham 
Stoughton 
Wakefield 
Wa:re 
Webster 
Wellesley 
Westfield 
West Springfield 
Weymouth 
Whitman 
Williamstown 
Winchester 
Winthrop 
Woburn 
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BIBLIOGRAPHY 
QUESTIONNAIRE 
1. Who performs the purchasing of maintenance, 
operating and educational supplies in your 
school system? 
2. Does your school purchasing obligations to 
local merchants outweigh your obligation to 
out of town distributors? 
yes _____ no ____ _ sometimes __ _ 
3. Does the extent of purchasing 11 cooperation 11 
depend largely on the local merchant? That 
is, is he t he type of local merchant who uses h 
his experience and ability to help the dis-
trict find the right article at the right 
price and produces prices that c ompar e favor-
ably with open market bidding? 
yes no ____ _ 
4. Are your school purchasing policies based on 
the presumption that you will purchase from 
the company who submits the lowest prices 
and quality you desire, disregarding local 
merchant feelings? 
yes no ____ _ 
5. Are your purchasing policies and obligations 
a combination of the polioies mentioned 
above? If so, please c heck ·which ones. 
(2) __ 
(3) __ 
(4) __ 
'I' 
Please put comments on any of the questions 
below. 
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